Revised: 04/03
Approve Travel Advance
Approvers

These instructions contain procedures for approving Travel Advance forms created on CalATERS.

When an employee submits a Travel Advance, the form will be forwarded to the first level approver
(usually the Default Approver specified in the employee’s Profile). If additional approvers are
assigned, the form will be forwarded to the next approver after the first level approver has approved
the form. If an alternate approver, instead of the Default Approver, is selected by the
employee/submitter, a copy of the form will be forwarded to the Default Approver. An email
notification will be sent by the CalATERS to alert the approver that the Travel Advance form is ready
for review.

To select a Travel Advance for review, you must first sign-in to CalATERS. The first screen displayed
after sign-in will be your Work Queue.
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From the Work Queue
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Organizing Your Work Queue
To more easily recognize forms needing your review, sort the listing so that forms with the
status of Action are listed first. To do this, click on the field name Status.

Refresh Your Work Queue
The system does not automatically refresh the Work Queue when new forms are submitted.

If you have been on your Work Queue for a period of time, refresh the Work Queue, click on
Edit in the Menu Bar, then click Refresh List. Refreshing your Work Queue will add newly
submitted forms and remove forms that may have been cancelled.
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Select Travel Advance

To select the Travel Advance you wish to verify for approval, double click on the desired
Travel Advance.

Exit and Save the form

At any point during the review of a Travel Advance you may exit and save the form. To exit,
from the Menu Bar, click FILE then click Close or from the top right hand corner, click on the

box with the X . A Save Confirmation box will appear:

Save Confirmation

Save changes to form?

Mo I Cancel l

Click Yes to save changes. This action will take you back to the Work Queue.

Note: A saved document has not been approved or disapproved.
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Ml Adding Notes

The Note Log function is a multi-purpose feature. Notes may be used by employees to
provide additional information about the Travel Advance request. Notes can also be used by
approvers to provide additional detailed information regarding the reason a form has been
adjusted, returned, etc.

To access the Note Log functions click on the M3 jcon. Notes can be accessed and
updated from any screen within the form.

To Add a Note:
1) Type in the desired information.
2) Type in the desired information in the Comment field.

3) Click on L™ |putton.

To Modify a Note (only the creator can modify a Note):
1) Click on the note to be modified.
2) Type in the corrected information in the Subject and/or Comment area.

3) Click on button.

To Delete a Note (only the creator can delete a Note):
1) Click on the note to be deleted.

2) Click on P& | putton.

. Finished |
3) When all Notes have been updated/deleted, click === |,
Mote log for Comments = x|
@ Mame: | Debie L Lee Uplste
= Zubject:
UBjeCt: | Travel Advance Delete i
Comiment: | Thiz advance was approved by John Smith. -
= Finizhed |
kame | Subject | ) _ Comment H
Eileen L AcDonald Travel Advance Special approval received for both materials and trip = .

Dehkie L Lee Travel &cvance This advance was approved by John Simith

MNew Entry

Click on a note to modify or delete.

Approving Travel Advance - Approvers 3 approve_ta_appr.doc 04/17/03



Iv. Profile Information

The employee’s Profile information is available from any screen within the Travel Advance
request.

To access the employee Profile, click on Edit from the Menu Bar, then click on Profile. The
information viewed will reflect the Profile at the time the form was created, which may be
different than the employee's current Profile.

Specific information regarding the Profile screens and fields can be accessed by clicking on
View User’s Profile on the CalATERS web site.

- i Trdining in Napa]

Click here for

T - Profile
i = = =7

Motes  Info Prnt  Help

> CalATERS Travel Ad

n| 2 Travel Advance I S e o[ e )

Travel Advance Check Delvery Options

Hone wwouled wou like to receive your Travel SAdvance Check?| Pick up
Indicate date check iz needed:l o4/22m3

|«

V. Check Delivery Option Tab

Displays the Travel Advance delivery option selected by the employee.

2. Travel Advance I

Click on the next tab

i Eileen L AcDonald [Travel Advanice Form: 4,24-26/2003 Training in Napa] = ] S
File: Edit View Help

e 5 = [E &8 3

Back next Save Motez Info  Frint  Help

CalATERS Travel Advance

1CheckDell|reryﬂpt|un| 2. Travel Advance I A Eanaletien

Travel Advance Check Delivery Options

Howe weould you like to receive your Travel Sdvance Check?l Pick up 3
Indicate date check is nesdec: [04/22/03 Ji |
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VL. Travel Advance Tab

This screen will display Claim Type, Dates, Purpose, Destination (optional) and Amount

fields.

The _![:'EtL"'I button is displayed when the claim(s) has exceptions to a department
policy. Click on the button to view rule exceptions.

Travel Advance Trip(s) Summary is located at the bottom of the screen. When a Travel
Advance is requested with more than one Claim Type, a list of Claim Types will be displayed
on the Travel Advance Trip(s) Summary. You may click on the listed Claim Types to view
more specific information in the Travel Advance Information area.

File Edit iew Help

L - L = "
Back Mext Save Motes  Info Frint Help CalATERS Travel Advance
1. Check Delivery Option 2. Travel Advance | 3. Caompletion
Travel Advance Information
— Travel Advance Trip(=] Infor mation
Claim Type:[In State Travel =]

Start Date: [04r28mE =
End Dste:[04/30m3 Jil

Exceptions to
department policy

Purpose:

Provide CalATERS training at Napa:

-

Mon-Travel Expenses Only  Traigy

Approving Travel Advance - Approvers

Desfitior: [ Travel Advance
Amaount: 150.00 .
Trip(s) Summary
Total Trawel Advance Amourt $200.00
Trawvel Adwvance Trip(s) Summary
C'aim Type Purpose Start Crat Endl Date Amourt Cestination
In State Trawvel Prr 04430103 150.00 Maps

3
04016103 50,00

Listed Claim Types

Continued on next page
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VL. Travel Advance Tab (continued)

The Amount field can be adjusted to a lower amount, but must be greater than zero. Higher
amounts cannot be keyed by approvers. To adjust the amount, click in Amount field and

key the adjusted amount. Click the button.

File Edit iew Help

R - L =
Back Mext Save: Motes Info Frint  Help

> CalATERS Travel Advance

1. Check Delivery Option 2. Travel Advance | 3. Caompletion

Travel Advance Information

— Travel Advance Trip(=] Infor mation

Claim Type:[In State Travel =]
Start Date: [04/28005 = -
End Date:[04/30/03 EI i

Rurpose{provide CalATERS trairing st Napa:

Diestination: | papa

Amaount: 150.00

Total Trawel Advance Amourt $200.00

Trawvel Adwvance Trip(s) Summary

Claim Type Purpose | Start Date | Destination &
In State Trawvel u ATERS training &t M
Mon-Travel Expenses Only  Training materials for Napa cla 04

When you are finished reviewing or adjusting the Travel Advance, click on the next
tab 1. Completion
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VIL. Completion Tab
Within the Completion tab there are three additional tabs.

1) Review Items Tab

This screen displays the total amount requested on the Travel Advance and will list any
exceptions to department policies and the reason for the exception.

When more than one exception is displayed in the list click on the :INM or IR
buttons to view the reason.

The FRIE¥. putton states the department policy associated with the travel advance.

To change the information in the Reason area, click on the - “M8%% putton which will allow
you access to key information in the Reason area.

Click on the next tap | >urmmary

File Edt Wiew Help

« 5 @ & EF a8 0

Back  fext Sawe Motes  Info Print Help

) CalATERS Travel Advance

1. Check Delivery Option I 2. Travel Advance 3. Completion

Form Completion

Reviewnemsl SUmmary | #pprove iReturn |

_Eileen L AcDonald

Total Advances: 24000 List of
Report Mame; 4/28-3072003 - Provide Training in Mapa

Exceptions

¥ T4 Department Policy Trip dates should span &t least 2 days. Explanation required. Complete
f  TA Department Policy Travel advance forms should not be submitted earlier than 15 days prior to trip dates. Explanation requi Complete

tem: TA Department Policy 23
Exception: Travel advance trip amourt should be at least $100.00. Explanation recuired.

REEISDIT-This recuest is being mads in conjunction with the advance for the Mapa Tip. ﬂ

Click Unlock to
Modify Reason

Mlext I e =

Next /Back

Continued on next page
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Vil. Completion Tab (continued)

2) Summary Tab

This screen displays a summary of information from tab 1. Check Delivery Option

and tab 2. Travel Advance.

When multiple Claim Types are requested on the Travel Advance a list of the Claim Types

will be displayed in Travel Advance Trip(s) Summary.

Click on the next tab ' Approve /Return

File Edit  WView Help

e =5 @ [ 01 a8

Back  Mext Save MNotes  Info Print Help

' CalATERS Travel Advance

1, Check Delivery Option ] 2. Travel Advance 3. Completion

Form Completion

Summary

Revigw tems 1 Approve fReturn

 Trawel Advance Summary

Total Travel Advance Amount Requested  $250.00

| |Che ck Delivery Option Selected:

Fick up

Trawel Advance Trip(s] Summary

Travel Advance
Trip(s) Summary

LI

Claim Type i Purpiose | Start Dafe Enid [
041603
03000

.f‘-lon-TraveI Expenses Only: . rchase training'r-naterials for' 04-."'15."0-3 ]
In State Travel o ERS training in i D420
Multiple

Claim Types

Continued on next page
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Amount | Destination -
S0.00

200.00 Mapa
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Vil. Completion Tab (continued)

3) Approve/Return Tab

This screen is used to approve, return or disapprove a Travel Advance. It can also
be used to add an additional approver.

Continued on next page
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VII.

Completion Tab (continued)

Approve/Return Tab (continued)

To Add an Approver:

1) Click on the Add SPRIOVEr  button. The Select Approver screen will display.

2) Key the last name of the approver, then click it .

Select Approver
E Enter last name or first fewe letters, then click ‘Look Up! button:

Last name: || el

Bt | Canicel |

3) The Select A Person screen will display. To add the approver, click on the name, then

click the L

1 button. The Travel Advance will now go to the added approver.

Select Person il x|

@ .................................................................................

- Micholz, Debie M DhichiolsiE Ca.G0Y
Michaolzon, Matalie M Miicholsoni@sco.ca.goy
Michalzon, Ronald M RMicholzoni@sco.ca gay

Ermail S

Ok I Cancel

To Remove an Added Approver:
Click on the |REWVEAWW“’”: button.

The added approver will be removed.
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Vil. Completion Tab (continued)

Approve/Return Tab (continued)

It is important that you read the Submission Statement.

File Edit ‘iew Help

Eo &

Back  fext Sawe hotez Info Print  Help

(% = 0 > CalATERS Travel Advance

1. Check Delivery Option ] 2. Travel Advance 3. Completion

Form Completion

Review tems ] SUMMEEY Approve { Return

[\ Appreve/ Return

I hereby certify that:

1) Lam awthorized by my department to approve travel advance requests; and
2} this travel advance is authorized and will be used for official State business.

Add Spprover |

FPassword ]l ‘ @Apprwel ‘ & Return for more infarmation l ‘ &Disapprovei

Click in the Password field, enter your password, then click one of the following buttons:

ﬁ Spproyve

Will approve the Travel Advance and will move it to the next approver or to
the Accounting Office for approval. If the form is sent to another approver,
CalATERS will generate an email notifying the approver that a form has
been placed in their Work Queue and requires action. Forms submitted to
the Accounting Office do not generate email notification.

&“ Feturn for more informstion

& Cigapprove

Will not approve the Travel Advance. This option will allow
you to return the form to the employee/submitter or previous approver for
corrections or additional information. CalATERS will generate an email
notifying the person that a form has returned to their Work Queue and
requires action. Follow instructions on next page.

Will disapprove the form and return it to the Work Queue of the employee/
submitter. CalATERS will generate an email notifying the employee/
submitter of the disapproved form. Information on a disapproved Travel
Advance cannot be modified/corrected for resubmission. Follow instructions
in section Disapproving a Travel Advance.
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VIl. Completion Tab (continued)

Approve/Return Tab (continued)

Returning a Travel Advance

To provide a detailed description/reason for returning the Travel Advance add a Note using
the Notes Log function see instructions in section Ill. Adding Notes.

& Feturn for more information

Click on the button. The Return Reason screen will display.
The Return Reason is limited to 100 characters. Key a return reason or when the Note
function is used, refer the person to the Note Log function for the detailed reason for return.

Click the Lewf

button.

Return Reason

& Return Reason

Refer to Mote Log function far explanatiu:url ,."_I

| Ok I Cancel

The Select a Person screen will display. Click on the name to whom the form will be

ok

returned, then click the button.

Select Person - il x|

i,

Ermail S

Micholz, Brebie M Dilichols@zco .o e [
Michaolzon, Matalie M Miicholsoni@sco.ca.goy
Michalzon, Ronald M RMicholzoni@sco.ca gay

ik I Cancel

The Travel Advance form is sent back to the Work Queue of the person selected on the
Select a Person list. The system will generate an email to notify the selected person of the
returned form. For instructions regarding working with a returned Travel Advance, click on
Miscellaneous Actions Travel Advance, instructions on the CalATERS web site. Click on the
User Instructions button then click on the Accounting tab.
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Vil. Completion Tab (continued)
Approve/Return Tab (continued)
Disapproving a Travel Advance
A disapproved Travel Advance cannot be modified/corrected for resubmission. If the
. . . m‘ Return faor more infarmation
information requires changes, use the button.
) & Digapproye . o
Click on the button. The Disapprove Reason screen will display.
Click the down arrow = and select the applicable reason. If Other is selected, key in the
specific information regarding the disapproval (you are limited to 100 characters). If more
than 100 characters are required, use the Note Log function (see instructions in section lll.
Adding Notes) to provide detailed information and refer the person to the Note Log function
for the reason for disapproving the Travel Advance. Click the i o button.
Click 5 , a Disapprove Reason screen will appear. Click on the reason for
T
disapproving the Travel Advance, then click L
Click on the down arrow to display options, then Key in the reason when Other is selected, then
click on the desired option. click on OK.

Disapprove Reason approve Heaso X
& Reason Reason
e e =l
Mo fungeayailable
OlherF/ Refer to MNote Log function for explanation | ﬂ
ke I Cancel | ke Cancel |

The Travel Advance form is sent back to the Work Queue of the employee/submitter. The system will
generate an email to notify the person of the disapproved form.
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VIl. Completion Tab (continued)

Approve/Return tab (continued)

Adjustment Reason Screen

When an adjustment is made on tab 2. Travel Advance, the Adjust Reason box will display.
Click the down arrow X1 and select a reason for adjusting the claim.

If you select Other, key the reason in the box provided (you are limited to 50 characters).

Click on the down arrow to display options, then Key in the reason when Other is selected, then
click on the desired option. click on OK.
Adjust Heason | Reaso X
& Adjust Reason Adjust Reason
Other . / ~] Other.. =]
Feguest Submitted Early -
This Employee has OutPleanding Travel Advances Ma Adjustments were made| ,..‘_I
Mo funds available _-v_!
Cther ...
UK I Ok

Once the Adjustment Reason screen is completed, the action requested for the Travel
Advance (i.e., Approved, Returned or Disapproved) will be performed and an email
notification will be sent to the employee/submitter regarding the adjustment.
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